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A .  PROGRAMS 

are underProgram functions and objectives carried by sections the 
Administratorsdirection of the Deputy for Assistance Payments and 

Social Services. 

8 .  ADMINISTRATION (MANAGEMENT) 

(Management) areAdministrative functions and objectives carried by 
branches under the direction of theAdministrator. 

104.5 ORGANIZATIONAL CHARTS 
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SECTION II 

i 

9 0 5  STAFF FUNCTIONS WITHIN THE WELFARE DIVISION 

105.1 ADMINISTRATOR 

Responsible for p lann ing  , developingandadministeringassistanceprograms 
andsocialserviceact iv i t iesrelat ing to Medical Assistance,Aid to &pendent 
Ch i ld ren ,  Food Stamps, Support SocialChild Enforcement, Service block 
Grant,ChildWelfareServices,FosterCareandAdoptionassistance, WIN, 
Refugee, services adul tsProtect ive for  and children, foster care home 
l icensing,SupplementarySecur i ty Income endotherassistanceandservice 
programs. f iscal the andResponsible for agencys affairs,preparation 
presentat ion of theb ienn ia l  agency budget to  theleg is la ture,enter inginto 
contractualagreementsbetweentheagencyandotherpart ies,andcert i f i ­
cation of publicassistancepayrollsandclaims in payment for goods  and 
services.Cert i f iestheavai labi l i tyofstatefunds on at1 federalestimates 
8nd approves any other t ransact ion which requires the expendi ture of funds 
underthecontrot  of the Responsibleagency. for all phases ofDivision 

inc lud ing and controladmin is t ra t ion programinternal  management and 
Analyzes andprogram toactivit ies. needssets objectives in relat ion 


federa landstate laws, rulesandregulat ions, and in relation to t h e  needs 

of thecommunity.  Directs staff in formulation of newpoliciesandrevision 

of exist ingpoliciesas well 8s  evaluation of effect of policies as a basisfor I 


with condi t ionskeeping programs in l inechanging and new knowledge. i 
Stimulatesandsponsorsresearch and demonstrationprojects to determine 
program and community needs in preventing dependency and in treating and 
rehabi l i ta t ing dependent  people. 

Maintainsthenecessaryl ines of coordinationandcommunication between t h e  
D iv i s ionandtheD i rec to r  of Human Resources and other public or pr iva te  
agenc ies  Meets regu la r l yw i th  major staff officials, either ind iv idual ly  or 
in groups, to ascertain theattainmentofestablished goals andobjectives.
Directs theprepara t ion  of theaperat ingbudgets as well as requests for 
appropr ia t ion  of f unds  to meet thefinancialrequirements of personseligible 

Directs the agency's research Interprets t h efor assistance. function.' 
program to in te res tedgroups ,  including otherstate and local agencies,the 

Preparespress and legis lators.  reports and makes recommendations fo r  
considerat ion of the State Welfare Board. Other dut ies as assigned. 

A .  STAFF s p e c i a l i s t  

Responsible for coord inat ing .II Wetfare Board activi t ies to include: 
compiling the quarterly Welfare Board report, orienting new Board 
appointeesand acting as the l iaison for the Board members. Coor­
d ina te  re la t ing  to Division projectsac t iv i t ies  legislat ion; affect ing 
agency goals and n e e d s ;  andmeetings on behalf of the Administrator.  
Responsible for l iaison work  with agencies, groups m d  indiv iduals as 

speechesa s s i g n e d  prepares correspondence, and press releases. 
r duties az ac 
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TheBoardapprovesrulesandregulat ions for theadministration of pro­
the is withgrams fo r  which Divis ionresponsible in accordance adopted 

andRegulations for  Management Government of the Welfare Board.  T h e  
Board ma) alsoadviseandmakerecommendationstotheDirector or Legis­
la tu re  regard ing  the  public welfare pol icy of theState. 

105.3 MEDICAL C A R E  ADVISORY GROUP 

T h e  MedicalCareAdvisory Group i s  mandated b y  Federal andregulation 
State  Ian, encompasses committees: Consumer-Recip­and seven Executive, 

Denta l ,  long-Term-Care ,  PharmacyPhysician.ien t ,  hosp i ta l  and The 
adv isory group serves in an capacity Medicaidadvisory to the Nevada 
Programtoprov ideinformat ionand input concerningprogramsandgoals of 
medical assistanceprogramsandsuggestprocedureswherebydrugs,medical 
suppliesandservicesaremadeavailabletorecipients in themosteffect ive 
andeconomicalmanner.TheAdvisory Group membersareappointed b y  t he  
D i rec tor  of HumanResourcesandappointmentsareeffective for a per iod  of 
one year .  

105.4 DEPUTy attorney G E N E R A L  

Legalcounselto t h e  WelfareDivision.RepresentstheDivision in contested 
legal  before courts administrat ivematters the and tr ibunals,  Advises t h e  , 

Div is ionwithrespect to legalmatters and documentsadministrativeproce- ., 
dures, proposedand legis lat ion.  Researches law, draf ts  legal documents 
and confers  other  and performsbr ie fs ,  wi th  at torneys the courts, and 
otherlegaldut ies as necessary. 

105.5 DEPUTy ADMINISTRATOR FOR SOCIAL SERVICES 

Responsible for d i rec t ingandsuperv is ings ta f f  in developing.andimple­
ment ingthe  socialCh i ld  Support Enforcement P r o g r a m  and service 
programs, including the  followingfederalprograms,SocialServices Block 
Grant, Ch i l d  Welfare Services, Foster Cam and AdoptionAssistance, WIN 
andRefugeeProgram. Also responsible for statemendatedservicesinclud­
ing services to  abused/neglectedadults and chi ldren,foster home program 
operat ions;ident i f iesprogramobject ives and developsproposals to improve 
the leve l  of serv ice and accountabi l i ty  in the socialserviceprograms;adopts 
wel fareprogramsto meet changingsocial and economic conditions; meets 
w i t h  major staf fo f f ic ia ls ,e i therind iv idual ly  or in groups to ascertainthe 
attainmentofestablishedgoalsandobjectives;conducts a var ie ty  of public 
relat ions funct ions;assigns responsibi l i ty  to  staff for interpretat ion of State 
and Federallegis lat ion.Otherdut ies as assigned. 

A .  CHIEF,  P R O G R A M  SERVICES 

Undergenera lgu ide l inesset  b) the deputy administratordevelops a 
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posed assigned by thelegislat ion administrator or deputy adrninis­
trator.Assumesmajorresponsibi l i tyforestabl ishingadvisory commit 
tees. special and needsidentifies forHandles projects program 
changes.Otherdutiesasassigned. 

6 .  SOCIAL S E R V I C E  SPECIALISTS 

are implementationThe special ists responsible for development, and 
evaluation of socialservice programs in conformitywithFederalregula 
t ions,  Nevada law Divis ion Speci f icand pol icy.  dut ies may include 
programmonitoring;the writing andupdating of instruct ionalmateriais 
toref lectchanges in agency policy andprocedures;thedevelopment 
andimplementation of staff  training;theevaluation of reports of social 
serviceactivi t ies;consultat ion,l iaisonandtheprovisionoftechnical 
ass is tancetoDiv is ion staff andotherrelated local, StateandFederal 
agencies;theseeking of solutionstoproblemsrelated to socialservice 
programs;theresearchanddraf t ing of reportson social serviceneeds 
andservicesprovided;themaintenance of socialserviceinformational 

report ing part ic ipat ion in theand systems; preparat ion of social 
serviceleais lat ionand b u d g e t .  

C. CHIEF,  C H I L D  SUPPORT 

Superv isesanddi rectstheact iv i t ies  of theChi ldSupportprogram in 
developingstandards of performance policyand objectives in accor­
dancewi thagency objectives. Works in cooperationwithlocaldistrict 
a t torneysundercooperat ive agreements and Attorneythe General 's 
o f f i ce  in ef fect ing support enforcements from absentparentsandother 
states.  the program to establishEvaluates standards on a per iodic 
basis.  

1.  Staff SupportSpecialist, enforcement 

Undergenera ld i rect ion of theChiefofthe Chiid SupportPro­
gram,plans,analyzes, 
andenhancement of 
i v i t ies  of  profess ional  
in the i rper fo rmance 
jects,Federal/State 
dures; al lassumes 

supervises andevaluatesthemaintenance 
the  programs recordsystem,supervisesact­

staff withintheProgram's management of f ice 
of b a t e  services,monitoring,specialpro­

reporting, and development of wr i t tenproce­
management responsibil i t ies for theProgram 

upondelegat ion by Chief of theSupportProgram or Welfare Ad­
min is t ra t i ve  Of f i cer  and performs related work as requires. 

2.  Support OfficeEnforcement Manager 

Underadmin is t ra t i ve  supervision of theChief,SupportEnforce­
mentProgram, manages and supervisesanareaoffice of the  Ch i ld  
SupportEnforcementprogramsandperformsrelatedwork as r e -



N E V A D A  S T A T E  W E L F A R E  D I V I S I O N-Section 105.5 105.6 

ADMINISTRATIVE M A N U A L  

MTL 13/85 6 Sep 85
Attachment 1 . 2 - A  
Page 21 


t i esend  program procedureswiththeDistr ictAttorney'sOff ice,  
t hecour t s  snd the InteractionsCounty clerks Office. include 
d iscuss ingwi ththeDist r ic tAt torney case pr io r i t ies  md number 

casestobeaccepted;establ ishingpriori t ies as to number of re ­
fer ra ls ;coord inat ingIRS cases; being advised of statusof cases; 
col lect ions of arrears;andenforcementofpolicies. These respon­

aretypical lysibi l i t ies performedindependent lywith the Chief, 
SupportEnforcement Program being involved in highlyi r regular 
cases. 

TheSupportEnforcement OfficeManagerestablishesoffice work 
priori t iesmonitorssupervises performanceand and off ice to 
assure goal attainmentand compliance withDivis ion and program 

and Supervisorypol icies procedures. duties are performed b y  
planning, andorganiz ingassigning work ' tasks;  answering 
technical ,administrat iveand policy questionsaboutthe work and 
i n s t r u c t i n g  in specialtechniques;reviewingandevaluatingwork 
output fortechnicalaccuracyandcompliancewithestablished PO!­
ic iesandprocedures;ident i fy in5andprovidingtrainingneeds; 
andappra is ing  individual performanceandprovidingguidance on 
improvement.Supervisorydutiesarenotnormally subject tore ­
view unless a majorproblemoccurs. 

D. DISTRICT OFFICE MANAGER 

Responsible for administrat ive dimtion of welfare (exceptprograms 
suppor tenforcement)  in thedis t r ic to f f ice,inc lud inginterpretat ion 
consul tat ionandtraining.Supervisesprofessionalsubordinatesuper­
v isorsinvolved in public assistance caseworkaqd child welfare and 

activit ies. adherenceagency procedures,related Insures to policies, 
ru les and regulations. -thestandards,  Evaluatesperformance of 

subord inate s taf fsuperv isory and t h e  effectiveness of programs 
assigned to them.Carries out a continuous staff development program 
promulgatedatthestateof f icelevelandpar t icpates in the program 
development pol icyand formulat ion indicated by continuing review. 
Engages in communityplanning, presents and explainswelfarepolicies 
to t h e  public a n d  to pr iva tegroups  and organizationsandcooperates 
w i ththem in providing ef fect ive welfare services to eligibleclients. 

necessary controls in compliance withDevelops agency policies and 
statutes. and adequateapplicable Selectsmaintains and qualified 

personnel .  needsAnalyzes for staff, office space, equipment and 
supplies,compatiblewithagencyservicesand in accordance with t he  

budget  OtherDiv is ion admin is t ra t ion.  dut ies as assigned by  t h e  
Deputies. 

105.6 DEPUTY ADMINISTRATOR FOR ASSISTANCEPAYMENTS 

Administers,  the El ig ib i l i tysupervises and directs act iv i t ies of the and 
PaymentsChiefwhose unit i s  engaged in developing standards, policies and 
procedures for implementation of financialassistance in the Aid to Depen­
den t  children Program, Food Stamp Program, MedicalAssistance for t he  


